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(When Filled In) 


FITNESS REPORT 


EMPLOYEE SERIAL NUMBER 


SECTION A 


(Middle) 


GENERAL 


2. DATE OF BIRTH 


4. GRADE 


5. SERVICE DESIGNATION! 6. OFFICIAL POSITION TITLE 


7. OFF/DIV/BR OF ASSIGNMENT 


NOT ELIGIBLE 


CAREER STAFF STATUS 


I — | [DECLINE D | [DENIED 

10. DATE REPORT DUE IN O.P. 111. REPORTING PERIOD 

From 


DEFERRED 


[ SPECIAL (Specify) 


T Y PE OF REPORT 

REASSIGNMENT/SUPERVISOR 
RE ASSIGNMENT/ EMPLOY EE 


SECTION B EVALUATION OF PERFORMANCE OF SPECIFIC DUTIES 

manner in which employee performs EACH^speciffc (Tuty™ Consider 0NLY a «5ffecti eriOd ’ *" Sert J a,in 9 number which best describes the 
with supervisory responsibilities MU ST be ra’ted S® SSStfZ s^pe^l^ A " 

■ I \ 1 B *'* l r 13-A^I. IElEj g 1 7 - Outstanding 


RATING SPECIFIC DUTY NO. 4 
NO. 


RATING 

NO. 


SPECIFIC DUTY NO. 2 


RATING SPECIFIC DUTY NO. 5 
NO. 


RATING 

NO. 


SPECIFIC DUTY NO. 3 


RATING SPECIFIC DUTY NO. 6 
NO. I 


RATING 

NO. 


.s ection c eval uat ion of overall performance in current POSITION _ 

°r ui - - 

your knowledge of employee’s overall performance d^rK^ limitations or talents. Based on 

statement which most accurately reflects his level of performance. 9 P ' P th rat,n9 number ln * b ® box corresponding to the 


1 - Performance in many important respects fails to meet requirements r r~~1 

3 I Performance cTe^rly^t^^ respects. 

4 - Performance clearly exceeds basic requirements. 

x ' ^ertormance in every important respect is superior. 

° - Perfo rmance in every respect is outstanding. L 

S ECTION D DESCRIPTION O F THE EMP1 hypp ~ 

— » " the rating boxes below, eheck _(X)the degree *° which each characteristic appli es to the emnl 

Least poss.bledegree | 2 ■ Limited degree | 3 ■ Norma! degre e 1 4 - Above average d Ic.rt x 

r ~ i *i - — ■ 


CHARACTERISTICS 

GETS THINGS DONE ~~ 

RESOURCEFUL ~ “ 

ACCEPTS RESPONSIBILIT IES ~ “ 

CAN MAKE DECISIONS ON HIS OW N WHEN NEED ARISES 

DOES HIS JOB WITHOUT STRONG SUPPORT " 

I FACILITATES SM OOTH OPERATION OF HIS OFFICE ~ 

I WRITES EFFECT IVELY" ~ ~ 

SECURITY CONSCIOUS ~ 

THINKS CLEARLY ~ “ ~ 

DISCIPLINE IN ORIGINATING, MAINTAINING AND DISPOSING OF RFrnpDS 
OTHER (Specify): " 


NOT NOT 

APPLI- OB- 

CABLE SERVED 


RATING 


03578A00070008CT 


OBSOLETE PREVIOUS EDITIONS. 


SECRET 


( 4 ) 



SECRET 

( When Filled In) 


SECTION E 

Stress strengths and weaknesses demonstrated in current position. Indicate suggestions made to employee for improvement of his 
work. Give recommendations for his training. Describe, if appropriate, his potential for development and for assuming greater re- 
sponsibilities. Amplify or explain, if appropriate, ratings given in SECTIONS B, C, and D to provide the best basis for determining 
future personnel actions. 


SECTION F 

CERTIFICATION AND COMMENTS 

1 . 

BY EMPLOYEE 

/ certify that 1 have seen Sections A , 8, C, D and E of this Report . | 

DATE 

SIGNATURE OF EMPLOYEE 

2. 

BY SUPERVISOR 

MONTHS EMPLOYEE HAS 
UNDER MY SUPERVISION 

BEEN IF THIS REPORT HAS NOT BEEN SHOWN TO EMPLOYEE, GIVE EXPLANATION 

IF REPORT IS NOT BEING MADE AT THIS TIME, GIVE REASON. ^ 

EMPLOYEE UNDER 1 

MY SUPERVISION LESS THAN 90 DAYS REPORT MADE WITHIN LAST 90 DAYS j 

other (specify): j 

DATE 

OFFICIAL TITLE OF SUPERVISOR TYPED OR PRINTED NAME AND SIGNATURE 

3. 

BY REVIEWING OFFICIAL 


I WOULD HAVE GIVEN THIS EMPLOYEE ABOUT THE SAME EVALUATION. 


I WOULD HAVE G I y EN THIS EMPLOYEE A HIGHER EVALUATION. 

I WOULD HAVE GIVEN THIS EMPLOYEE A LOWER EVALUATION. 

I CANNOT JUDGE THESE EVALUATIONS. 1 AM NOT SUFFICIENTLY FAMILIAR WITH THE EMPLOYEE'S PERFORMANCE. 
COMMENTS OF REVIEWING OFFICIAL 


OFFICIAL TITLE OF REVIEWING OFFICIAL TYPED OR PRINTED NAME AND SIGNATURE 
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SUBJECT: Corrected Fitness Report Form, Tab B-6 of Career Council 
Agenda Item 4 


Bie attached corrected form includes the following changes: 
SECTION B 


1. Definition of adjective rating "Weak" is changed from 

Performance ranges from wholly inadequate to borderline 
or marginally satisfactory . " to "Performance ranges from 
wholly inadequate to slightly less than satisfactory. " 

2 . Adjective rating "Effective " is changed to "Proficient . " 
3- Specific Duties 



"List up to six of the most important specific duties ..." 
is changed to List up to six of the most important specific 
duties in order of importance ..." 


SECTION D 


1. Statement by Eaployee 

„ j—j ^ j—j ^ n ot attaching a statement . . . " i s 
changed to read: "I / / am attaching a statement . . ." 

2. Statement by Supervisor 

Deletion of specific reasons to be checked if report is 
not being made. 
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FITNESS REPORT 


170008001 0-7iU 



SECTION A • -I 

1. NAME (T*s7] (FIRST) (MIDDLE) " ' 


^.OFFICIAL POSITION TITLE 


GENERAL { . ■— 

2 . DATE of birth 3 . sex grade b. sd 

7 # OFF/D I V/BR OF ASSIGNMENT 8, CURRENT STATION 


9. CHECK (X) TYPE OF APPOINTMENT 


CAREER CONDITIONAL 


SPECIAL (specify): 


11, DATE REPORT OUE IN O.P. 


10. CHECK (<X) TYPE OF REPORT- 



REASSIGNMENT SUPERVISOR 
^REASSIGNM ENT EMPLOYEE _ 


SPECIAL (SPECIFY) 


t2. REPORTING PERIOD (FROM- TO- 


SECTION B 


A • Adequate 
Proficient 
S - Strong 
p - .Outstanding 


"PERFORMANCE EVALUATION — — 

Performance ranges* from whoTty inadequate to slightly * le ®J V 1 *® counseling, to further training, 

requires ‘positive remedial .action. The nature of-ihe action qoi£ \ T<* ? ^ iT r S - V 

to placing on probation, to reassignment or to separation, 0 rTh I 5 ^ ^ ^ s', 

cC \ !>*a ^ -Hfl^Artari^ed neither by deficiencyfpr excellence.^? 

Performance meets 1 ail requirement It factory and is characterized neltner oy -- ^ 

result, arebeir* produced Mta » pr^ici.nt manner. ■ ’ ' 

[h it , ' , , , n ' u Job requirement, are ^-formed with proiloW. 

Performance Is” so exceptional in relation to requirements of the work and in compar iaon to the performance of 
others doing, similar vorfr m* to warra nt gmecial recognition, 11 ' " ' - J " 

: SP^dHCTJOTtSS 1 ^ 


-List up to six of the most important specific duties in ordor of 'importance performed during the rating period. 
letter vhich best describes the manner in which employee performs EACH specific duty. Consider e . number of 

of that duty. All employees with supervisory responsibilities MUST be rated on their ability to superv se ( 

employees, supervised 1+ ' ' ‘ " 1 i ^ 

isPECIFIC DUTY NO* ■ ; +■ I L 


RATING 

LETTER 


SPECIFIC DUTY NO. 2 


RATING 

LETTER 


SPECIFIC DUTY NO. 


RATING 

LETTER 


SPECIFIC DUTY NO. H 


RATING 

LETTER 


SPECIFIC DUTY NO. 


RATING 

LETTER 


SPECIFIC DUTY NO. G 


RATING 

LETTER 


OVERALL PERFORMANCE IN CURRENT POSITIOIL 


55-g5S5SSgi5 555 555Sggg- 

DURINC THE RATING PERIOD, PLACE THE LETTER IN THE RATING BOX CORRESPONDING TO THE STATEMENTS I H 
ACCURATELY REFLECTS HIS LEVEL OF PERFORMANCE. 
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-SECTION C . • NARRATIVE DESCRIPTION OF, JOB PERFORMANCE 

Drf!rfL^ S !f N,FICANT fiTR ^ CTHS 0R WEAKNESSES DEMONSTRATED IN CURRENT POSITION KEEPING IN PROPER PERSPECTIVE THEIR 

▼ T0 0V£RA *-*- performance# state suggestions made for improvement of vork performance# give recopmenoa- 

JrSrf f?? TRAINING. AMPLIFY OR EXPLAIN, IF APPROPRIATE, RATINGS GIVEN IN SECTION B TO PROVIDE THE BEST BASIS FOR 
nro^a?I^ NC *^ UTUR£ P£ * S S NN£L ~ A '°Ii 0N * ^ ANNER OF -PERFORMANCE OF MANAGERIAL OR SUPERVISORY RESPONS I B I U T I ES MUST BE 

o#, ^ <f u 5» f r ^ crn* f? s f ^ e r "> 7 r«r ft*/ rvyV*, r > &rr^7 


SECTION O 


CERTIFICATION AND COMMENTS 


BY EMPLOYEE 


CERTIFY THAT t HAVE SEEN SECTIONS A, 8, and C OF THIS REPORT 


♦ SIGNATURE OF EMPLOYEE 


MONTHS EMPLOYEE HAS BEEN 
UNDER MY SUPERVISION 


BY SUPERVISOR 


IF THIS REPORT HAS NOT BEEN SHOWN TO EMPLOYEE, GIVE EXPLANATION 


OFFICIAL TITLE OF SUPERVISOR 


TYPED OR PRINTED NAME AND SIGNATURE 


BY REVIEWING OFFICIAL 




OFFICIAL TITLE OF REVIEWING OFFICIAL I TYPED OR PRINTED NAME ANO SIGNATURE 




i ill 1 1 1 it: ? w; MMpi ril Zi ■] ^MiMiWiMiM III 
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EMPLOYEE SERIAL NUMBER 


FITNESS REPORT 


SECTION A 


I.name (last) (first) (middle 


GENERAL 


2.DATE OF BIRTH 3. SEX p# GRADE 5* SO 


6* OFFICIAL POSITION TITLE 


7. OFF/DIV/BR OF ASSIGNMENT Id. CURRENT STATION 


9. CHECK (X) TYPE OF APPOINTMENT 


10. CHECK (X) TYPE OF REPORT 


a— i 

■ 


REASSIGNMENT SUPERVISOR 


CAREER CONDITIONAL 


TEMPORARY 


REASSIGNMENT EMPLOYEE 


SPECIAL (SPECIFY) 


It DATE REPORT DUE IN O.P. 


SPECIAL (SPECIFY); 


12.REPORT1NG PERIOD (FROM- TO- 


SECTION B 


PERFORMANCE EVALUATION 


Performance ranges from wholly inadequate to borderline or marginally satisfactory* A rating in this category 
requires positive remedial action* The nature of the action could range from counseling 9 to further training* 
to placing on probation, to reassignment or to separation* 


A - Adequate 


Performance meets all requirements* It is satisfactory and is neither characterized by deficiency or excellence* 


E - Effective 


S Strong 


Performance is more than satis fa^tp^ ^Desired results are being produced in a proficient manner. 


v^ job requirements are performed with remarkable proficiency. 


Q - Outstanding Performance is so exceptional in relation to requirements of the work and in^comparison to the performance of 
others doing similar work as to warrant special recognition. 


SPECIFIC DUTIES 


List up to six of the most important specific duties performed during the rating period. Insert rating l^rtter which best describes the 
anner in which employee performs EACH specific duty. Consider ONLY effectiveness in performance of that duty. AM employees 
ith supervisory responsibilities MUST be rated on their ability to supervise ("indicate number o/ employee a supervised). 



RATING 

LETTER 





RATING 

LETTER 



RATING 

LETTER 



RATING 

LETTER 



RATING 

LETTER 


OVERALL PERFORMANCE IN CURRENT POSITION 


TAKE INTO ACCOUNT EVERYTHING ABOUT THE EMPLOYEE WHICH INFLUENCES HIS EFFECTIVENESS IN HIS CURRENT POSITION 
PERFORMANCE OF SPECIFIC DUTIES, PRODUCTIVITY, CONDUCT ON JOB, COOPERATIVENESS, PERTINENT PERSONAL TRAITS 
OR HABITS, PARTICULAR LIMITATIONS OR TALENTS. BASED ON YOUR KNOWLEDGE OF EMPLOYEES OVERALL PERFORMANCE 
DURING THE RATING PERIOD, PLACE THE LETTER IN THE RATING BOX CORRESPONDING TO THE STATEMENT WH|6h MOST 
ACCURATELY REFLECTS HIS LEVEL OF PERFORMANCE. 
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SECTION C 


SECRET 

(When Filled In) 




INDICATE SIGNIFICANT STRENGTHS OR WEAKNESSES DEMONSTRATED IN CURRENT POSITION KEEPING IN PROPER PERSPECTIVE THEIR 
RELATIONSHIP TO OVERALL PERFORMANCE. STATE SUGGESTIONS MADE FOR IMPROVEMENT OF WORK PERFORMANCE. GIVE RECOMMENDA- 
TIONS FOR TRAINING. AMPLIFY OR EXPLAIN, IF APPROPRIATE, RATINGS GIVEN IN SECTION B TO PROVIDE THE BEST BASIS FOR 
DETERMINING FUTURE PERSONNEL ACTION. MANNER OF PERFORMANCE OF MANAGERI AL OR SUP ERVISORY RESPONS IB ILI Tl ES_MUST_BE 
DESCRIBED. 


SECTION D ~ CERTIFICATION AND COMMENTS 

, BY EMPLOYEE 

I □ AM □ AM NOT ATTACHING A STATEMENT REGARDING THE RATING IN THIS REPORT 

| CERTIFY THAT I HAVE SEEN SECTIONS A, B, and C OF THIS REPORT 

date I SIGNATURE OF EMPLOYEE 


MONTHS EMPLOYEE HAS BEEN 
UNDER MY SUPERVISION 


BY SUPERVISOR > 

IF THIS REPORT HAS NOT BEEN SHOWN TO EMPLOYEE, GIVE EXPLANATION 


IF REPORT IS NOT BEING MADE AT THIS TIME, GIVE REASON. 


[EMPLOYEE UNDER MY SUPERVISION LESS THAN 00 DAYS 


OTHER (Specify): ' 

P ~~ I OFFICIAL TITLE OF SUPERVISOR 


REPORT MADE WITHIN LAST 00 DAYS 


[TYPED OR PRINTED NAME AND SIGNATURE 


BY REVIEWING OFFICIAL 


COMMENTS OF REVIEWING OFFICIAL 



OFFICIAL TITLE OF REVIEWING OFFICIAL I TYPED OR PRINTED NAME AND SIGNATURE 


r 
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DIRECTIONS FOR COMPLETING FORM 45, FITNESS REPORT 

GENERAL 


1. POLICY 


3. INITIAL REPORT 


It is Organization policy to inform employees of the effec- 
tiveness of their work performance. Organization policy 
also requires that supervisors record at least once each 
year their opinions and evaluations of the work per- 
formance of employees under their jurisdiction. Evalua- 
tions will also be made whenever it is necessary or desira- 
ble to provide Organization management with information 
which may be pertinent to future personnel actions affect- 


STATINTLing these individuals. 

policies concerning the requiremerv 


outlines 
o^uEmilfing initial, 
annual, reassignment and special reports, showing the re- 
port to the employee and appeals procedure. The Fitness 
Report, Form 45, is used to record evaluations. However, 
an evaluation in memorandum form may be substituted for 
Form 45 for employees in Grades GS-14 and above. . 


2. SUBMISSION 

The Fitness Report will be submitted in triplicate to the 
Head of the Career Service concerned. The Head of the 
Career Service will retain one copy and will forward the 
original and other copy to the Office of Personnel. 


A Fitness Report will be prepared for each employee as 
of nine months after his entrance on duty with the Organi- 
zation. An initial report need not be made when a Fitness 
Report has already been made for some other purpose 
within 90 days prior to the due date of the initial report. 
The initial report is of particular importance in providing 
a record of the supervisor's evaluation of the employee 
before the employee has completed his twelve-month trial 
period. An initial report may be deferred for a period 
not to exceed 30 days beyond the due date to provide 
the supervisor with additional time to evaluate an em- 
ployee who has been under his jurisdiction for less than 
90 days. 

4. ANNUAL REPORT 

A Fitness Report will be prepared annually for each em- 
ployee, except when a Fitness Report has been made for 
some other purpose within 90 days prior to the due date 
of the annual report. An annual report may be deferred 
until the employee has been under the jurisdiction of the 
supervisor for 90 days. 


SCHEDULE FOR SUBMISSION OF ANNUAL REPORTS 


DUE IN OFFICE OF PERSONNEL 

GRADES FOR PERIOD ENDING FROM HEADQUARTERS FROM FIELD 


GS-1 through GS-5 

31 March 

30 April 

31 May 

GS-5 through GS-8 

30 June 

31 July 

31 August 

GS— 9 through GS-1 1 

30 September 

31 October 

30 November 

GS-1 2 and GS-13 

31 December 

31 January 

28 February 

GS-14 and above 

31 March 

• 

30 April 

31 May 


5. REASSIGNMENT REPORT 

A Fitness Report will be prepared whenever both the 
Immediate Supervisor of the employee and the Reviewing 
Official are changed by the reassignment of the employee. 
For the purpose of fitness reporting "Immediate Supervisor" 


refers to the official who prepares and signs the Fitness 
Report of the employee concerned. When the supervisor 
is reassigned and has numerous reassignment reports to 
prepare he need complete only SECTION B 
of the Fitness Report. 


DRAFT 

23 JAN 1962 
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DIRECTIONS FOR COMPLETING FORM 45, FITNESS REPORT 


SECTION A - GENERAL 

The items of this section should be completed by 
the appropriate administrative or personnel officer. 
Special instructions for completing or omitting 
items of this part of the report should be carefully 
observed on Field Transmittal - Fitness Report 
Form 45a. 


SECTION B 


Rating Scale 


EVALUATION OF PERFORMANCE 
OF SPECIFIC DUTIES AND OF 
OVERALL PERFORMANCE 


The rating scale as set forth in this section in 
Form 45, Fitness Report, is to be used to reflect 
evaluation of Specific Duties and of Overall Per- 
formance. In making your selection of the adjective 
evaluation for Section B and in completion of the 
narrative in Section C the following factors should 
be considered as appropriate: 


Mobility 

Records Discipline 
Versatility 
Cost Consciousness 
Security Consciousness 


Produc ti vity 
Decisiveness 
Cooperativeness 
Initiative 
Resourcefulness 
Supervisory Effectiveness 
Ability to Think Clearly 
Acceptance of Responsibility 
Effectiveness of Written Expression 
Effectiveness of Oral Expression 

Rating of Performance of Specific Duties 

In this section the supervisor will list in order of 
importance the most significant duties the employee 
has performed dur ng the rating period. Each duty 
shall be described in sufficient detail to provide in- 
formation which may be useful later in considering 
individuals for other assignments. Your evaluation 
should be recorded by entering the appropriate 
letter in the box provided for your evaluation of 
each duty. 

Rating of Overall Performance in Current Position 

In making this rating the supervisor should take into 
account the employee’s conduct on the job as well 
as his performance on all specific duties. Each 
supervisor will weigh these factors in h.s own mind 
so as to arrive at a rating which will reflect an em - 
pioyee's overall value on the job. 


SECTION C - NARRATIVE DESCRIPTION OF 

MANNER OF JOB PERFORMANCE 

In this section the supervisor describes the employee' 
demonstrated abilities or deficiences in the per- 
formance of his present job. This may include 


im 




comments regarding a specific duty by direct 
reference to that duty. Any relatively high or 
low ratings in Section B should be explained or 
amplified by supporting statements. In addition, 
the supervisor may comment here on any ex - 
tenuating circumstances which affects the 
productivity and effectiveness of the employee. 
Comment should be made on the relative per- 
formance of the person being rated with other 
people known to the rater doing comparable work. 

In commenting on the performance of managerial 
or supervisory responsibilities, abilities and 
skills in such as the following should be considered: 

Delegation of responsibility 

Establishment and maintenance of clear lines of 
authority 

Use of personnel, space, equipment, funds, etc. 
Formulation and coordination of programs 
Developing teamwork 


SECTION D - CERTIFICATION AND COMMENTS 

The person being rated may attach to his fitness 
report a memorandum concerning any part of the 
report. The memorandum will be attached to the 
original for inclusion in the Official Personnel 
Folder . 

Reviewing officials are responsible for assuring 
that all reports made by rating officials under their 
jurisdiction are consistent and reflect uniform 
standards of reporting. Through counseling and 
supervision of rating officials, the reviewing officials 
can play a major role in improving the operation of 
the Fitness Report prograir* . 

In addition, reviewing off.ciais should as a matter 
of practice submit a brief narrative evaluation of 
the performance and potential of the individual 
being rated, noting the degree to which he is 
personally familiar with the individual and his 
work. Even though the reviewing official may 
not be able to evaluate the individual from first - 
hand experience with him, it is likely that the 
reviewing official may be able to contribute use- 
ful information concerning future utilization or 
training of the individual based on the review of 
his record of performance and assignments. 

Some disagreement betwee\he supervisor and > 
the reviewing official when preparing evaluations 
is not unusual. In a situation vtttere there are 
significant dN^crepencies betwee\ the evaluation 
of the supervisor and the reviewing official, 

L u reC J° r ° f V rSonncl wiU disluss the report 
with the Head oAfae Employee's cXeer Servfce 
to determine whethV corrective action is 
appropriate . v 
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CIA INTERNAL USE ONLY 


This Notice Expires 1 March 1963 


PERSONNEL 


HN 

1 March 1962 


REVISED FITNESS REPORTING PROGRAM 


1. This Notice establishes a revised Fitness Report, Form 45 . The 
changes have resulted from an extensive study of Agency-wide experience 
with the previous form. While no basic policy changes are instituted 
various changes have been made in the format and instructions in order 

to bring about greater uniformity in rating standards. 

2. The principal changes in the revised form and instructions are 
as follows: 

A. IDENTIFYING INFORMATION 

Provision has been made to reflect current personnel categories 
(Career, Career Conditional, Reserve, Temporary, etc. ) 

B. RATING STANDARDS 

A five point adjectival scale, which is defined on the form, has 
been provided for the rating of specific duties and overall per- 
formance. It is believed that clear and precisely defined rating 
standards will result in more uniform interpretation and applica- 
tion by supervisors throughout the Agency. 

C. DESCRIPTION OF THE EMPLOYEE 

The rating of personal characteristics on the basis of a five 
degree scale in the previous fitness report form has been dis- 
continued. The revised Instructions call for the consideration 
of personal characteristics in making evaluations of the per- 
formance of specific duties and of overall performance; the 
new instructions also call for comment on important personal 
characteristics in the Narrative Description of Job Performance . 

D. NARRATIVE DESCRIPTION OF JOB PERFORMANCE 

The instructions have been modified and amplified to set forth 
the scope and nature of narrative description desired. Super- 
visors are urged to include information In their narrative de- 
scription on; personal characteristics, qualifications, training, 
development and future assignments. Relatively high or low 
ratings on the performance of specific duties or on overall 
performance should be explained in this section. Comment should 
also be made here on the relative performance of the person being 
rated with other people known to the rater doing similar work. 

E. CERTIFICATION ATED COMMENTS 

Revisions have been effected in the fitness report form and the 
instructions have been amplified in an effort to have reviewing 
officials play a greater role in the evaluation of personnel. 
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101 PERSONNEL 

1 March 1962 


The responsibility of reviewing officials for the maintenance 
of consistent and uniform standards of reporting within their 
Jurisdiction has been emphasized and, in addition, they have 
been encouraged to provide a brief narrative evaluation cover- 
ing performance, potential and utilization of the person being 
rated in the additional space provided in the report. 

A significant addition to the form is an item in which the in- 
dividual states whether he has appended a comment. This will 
call the attention of using officials to such comments. 

3. The revised Fitness Report, Form 4-5, Directions for Completing 
Form 45, Fitness Report and Field Transmittal Form 45 A, are to be used 
effective 


FOR THE DIRECTOR OF CENTRAL INT ELLI GENCE: 


L. K. WHITE 
Deputy Director 
(Support) 

DISTRIBUTION : ALL EMPLOYEES 
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BRIEF FOR THE CIA CAREER COUNCIL ^ 

SUBJECT: Fitness Reporting 


BACKGROUND 

Statutory exemption from the Performance Rating Act of 1950 permits 
the Agency to develop and establish its own employee rating system. Various 
kinds of fitness reporting systems have been used by the Agency in the past 
(Tab A) . Under the leadership of the Career Council, a great deal of co- 
ordinated effort and careful consideration have gone into the development, 
installation, and improvement of these systems. Fitness Report, Form k5, 
currently in use, was developed during 1958 by a Task Force of Senior of- 
ficials from all parts of the Agency. After approval by the Career Council 
it was put into effect on January 1, 1959* This report is largely a com- 
bination of those parts of previous Fitness Report Forme vhlch, in the opinion 
of the Task Force, had proven most useful and acceptable for employee eval- 
uation purposes . 



II. EVALUATION OF CURRENT REPORTING SYSTS4 

Fitness Report evaluations are used extensively in selecting personnel 
for assignment, for competitive promotion for tra ining . They are also 
used in determining nominations of individuals for selection -out and in 
ranking personnel on relative retention lists for surplus categories of 
personnel. The maintenance of Fitness Report records on a current basis 
requires constant follow-up on the part of management. Slowness in sub- 
mitting reports has been attributed in some part to a lack of satisfaction 
of supervisors with the reporting system and the report currently in use. 

The Career Council at its 65th Meeting on 25 May 1961 directed that a 
report on the fitness reporting system be prepared including tabulations 
illustrating significant deviations in standards and practices. In view 
of this an examination of a large group of Fitness Reports was made. Also 
a review was completed on comments and suggestions on Fitness Reporting 
which were received voluntarily and upon solicitation from operating offi- 
cials, Career Service representatives, personnel officers and employees. 

This study revealed that the current fitness reporting system has been 
satisfactory. However, it is considered desirable at this time to make 
further improvements by simplifying and clarifying the rating standards 
and making other changes in the fitness report form and reporting system. 
The problem areas are highlighted in the proposed summary together with 
their proposed solutions. 
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1. The current Fitness Report, 
Form 45, provides In Section B 
for rating specific duty perfor- 
mance on a 7 point scale set up 
In equal Intervals from "1 -Un- 
satisfactory" to " 7-Outstanding" . 
It also provides for an overall 
rating. In Section C, on a six 
point scale of equal Intervals, 
each letter described In sentence 
form. This difference in scale 
value vas intentionally designed 
to avoid attempts to average the 
ratings on specific duties to de- 
rive the overall rating. Such 
averaging would not give weight 
to good or bad performance on 
single duties according to their 
relative importance. This result 
has not been achieved. 


SOLUTION 


1. The proposed revision of the form 
provides for rating both specific duties 
and overall performance on a 5 -point scale 
with adjectives describing each level. 

The Intervals on the scale are not even: 
Only one rating level is assigned to less- 
than-satisfactory performance but four 
levels are provided for discriminating a 
among degrees from Satisfactory (Adequate) 
to Outstanding. 


2. Bating of personal Character- 
istics (Section D, Form 45). Our 
experience has indicated that the 
results are of doubtful validity 
and that users of the ratings have 
not found it useful. 


3- There have been indications of 
inadequate participation by Review- 
ing Officials. This has been exem- 
plified by failure to doc umen t agree- 
ment or disagreement with ratings 
and, on some occasions. Reviewing 
Officials indicate disagreement 
without explanation. 


4. There is no space provided on 

the current Fitness Report, Form 
45, for a person to show he 1 ms 
attached to the form a memorandum 
regarding any part of his rating. 

5- The current form does not place 
sufficient emphasis on the rating 
of manage rial and supervisory re- 
sponsibilities. 


2 . Elimina te this manner of evaluation 
of personal characteristics and 
provision in other parts of the report 
for such evaluation. A low or high 
evaluation ocf a personal characteristic 
is better handled through a comment in 
the narrative section of the report. 


4. Provision has been made on the pro- 
posed Fitness Report Form a nd in the 
instructions for the individual to in- 
dicate that he has attached a memorandum 
regarding his rating should be so desire. 

5* The revised form and the instructions 
give greater stress to this requirement. 


3 . Eliminate the opportunity in current 
Fitness Report, Form 45, for Reviewing 
Officials to merely check a box on 
form to indicate their evaluation of 
the individual. Additional space is 
provided on the proposed form for the 
Reviewing Officials to enter their com m e n ts. 
Proposed instructions for the new fitness 
report form describe aspects of the rat- 
ings on which the Reviewing Official 
might desire to comment. 
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III. CONCLUSIONS 

Improvement s in the Agency Fitness Reporting System are advisable 
at this time: 

a. The proposed changes in the Fitness Reporting System and the 
revised form will provide more useful information to meet 
Agency personnel management requirements. 

b. Improved instructions to accompany the Fitness Report Form 
will be valuable in introducing the revised form. 

c. Short training courses for supervisors, personnel or adminis- 
trative personnel should be conducted at the time the form is 
put into effect. 


IV. RECOMMENDATIONS 

a. Form 45, Fitness Report, be revised in accordance vith sample 
proposed in TAB B-6. 

b. Directions for preparing Fitness Report, Form 45, Revised, be 
approved for publication (TAB B-7 ) ♦ 

c. An AH Employee Notice be published to announce the inauguration 
of the new reporting system and form, TAB C. 
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TkB A 


VFBB288 REPORT FORMS 
19^9 through 1961 


Date Use d 

19^9 - 52 


Aug 52 
Sep 54 


Mar 54 
Dec 55 


Jan 56 
Dec 58 


Jan 59 to 
Present 


Fora lumber sag ih»i» 

Report of Efficiency 
Rating, Civil Service 
Fora 51 

Status and Efficiency 
Report, Agency Form 
51-53 

Pers onne l Evaluation 
Report, Form 37-151 


Career Selection Report 
Form 37-I89 


Fitness Report 
Form 45 (I-55) 

Fitness Report 
(Two Bart Form) 
Form 45 (11-55) 


Fitness Report 
Form 45 (8-58) 


Efficiency Rating Form for 
Hea d quar ters Personnel 


Fitness, Qualification, and 
Assignment Preference Report 
for Field Personnel 

Fitness Report and Career 
P l annin g Document - an 
Personnel 

Fltnese Report and To Provide 
Information in Connection 
with Selection of Employee 
i«to the Career Staff 


Fitness Report on Performance 
Combined with Analysis of 
Potential. Latter Part of 
Form Hot Shown to Employee 

Current Fitness Report FOrm 


HOIE: Copies of the above forms are available in 
Plans Staff, 262 Curie, if desired. Because 
of bulk, they have not been attached as tab s 
to this study. 
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Approach (teed 

A etudy of the effectiveness of the current Fitness 

5 * rep^SS, 

!ZT~ “ ^ Fit ness Reports completed during i 960 and through the 

SSS 2 ‘ « r *P°rtlJ« ZSSdZw 

2 *«-iy or upon requeat from supervisors, pers onnel officers « rut 
^^^Sm^ t ^° I1 ™™ at;L,rt:LCaJ - di8tri bution of ratings on 

zss. 40 •"**■* d * ricimci *» — «* forthZ £ sssr* 


Bating Btagdards 

A ' . Emulations of the distribution of fitness resort ratios ™ 

1 ^ me »“««•. <*«aU P.Z^aSZdZiZpSon 

SeZlSST "* Pr *“ nW 111 &b “ B - 1 ’ *. 3 «d 4. TheyW 
(1) Performance of Specific Duties 

tte ratings given to three specific duties sere used for this 
analysis. The profiles for the three major directorates ahmr 

LIS?/ *£ t iL USe 01 asven de ®f«e rating 

^ 8ating Nun*®* One, Unsatisfactory, van not 

tot f atiJa f Number Sevea > Outstanding, vas used 

to a remarkably close degree. The percentage of use of 

Four ' PiVB a3oA S 1 * were ver/close^or the 
sIvL^b 1 ®^ 1x1 the ro /S area lower ratings were 

^Z^\wLf C ° 5>aratlVe distribution of the ratings of the 
first three specific duties of a proportionate sample from 
eachofthe individual career services of the three major 
^ctoratea is presented in Tab B-4. This reveals the 

“ ff“* ioned immediately above. This analysis 

also included a breakdown bv the fnTlmSr,,, ~ jr,1B 

GB 6-Q; GS Q-H« grade groupings: 

1 ., ’ u * anfi 08 12-13* A direct relationship of 

higher ratings for higher grades vas evident. 
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(2) Overall Performance in Current Position 

Bating otf Overall Performance employed the use of a six-degree 

** 1x1 **** case the seven-degree scale used for 
*wlng Specific Performance, Bating Number One was used extremely 

’ Vhile tllere waa ® high degree of simi- 
larity in the profiles for the grade groupings GS6-8 and GS 9 - 11 , 

l*-"** ag ain evidan* thrt the Mgher the grade the higher the ’ 
frequency of higher ratings. 

distribution of Overall Ratings by major directorate waa 
very similar to those for Specific Performance. The DD/I 
IJ/P assigned more ratings at the two higher levels of rating 
Superior and Outstanding, than the W/S; however, the three^ 
directorates compare very closely when the three top levels of 
rating are combined. * 

(3) Description of the Bqploy ee 

A five-degree rating scale was used for this purpose. Tab b -3 

SST the as^^Tof ^iS 
bott when viewed from a Career Service standpoint and from a 

Sf!.f^ 1 “l' ,tandp0llrt ; Mgl>e,rt «», Outstanding, 

f? assigned to approximately twenty percent of the items rated/ 
a cons iderahly greater use of the Outstanding Rating 
for this purpose than In the evaluation of the Berformanceof 
pacific Mxties or Overall Performance. Characteristic of this 
^^i. th. indiTidual W/l and W/f cJZZZZZ 
tee two higher ratings. Above Average Degree and Outstanding 
Degree, more frequently than those of the U©/s, (Tab 3 -4). 

(4) ^ ^ rating8 for each ** e se ratl «€ categories 


Speoific Duties 


Overall Performance 


Description of the 


fj 


(Seven Degree Scale) 

4 Competent 

5 Excellent 

6 Superior 

(Six Degree Scale) 

^ Clearly Exceeds 
Requirements 
5 Superior in Every 
Important Respect 

(Five Degree Seale) 

3 Bomoal Degree 

4 Above Average 

5 Outstanding 


isnzm 


5-0 Excellent 


4.0 Above Average 
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B : ^ nat Y r ® the distribution of Fitness Report ratings and average s 

the olloving-^ 16 rai86 ^stlons and point to conclusions such a^ 


( 1 ) 


( 2 ) 


(3) 


00 


The use of three separate rating scales of five, six and 
seven degrees makes It difficult for a supervisor to apply 
standards clearly and uniformly to the three separate rating 
categories used in the report. 

_ Ai J? U*» ™e ot Fltnea B Reports for personnel m anag eme nt purposes, 

\J^5\ CUl ? r ' 8imilar 1x5 that 111 exists causing man&gmnent 

off icials to usually focus on the rating for Overall Performance, and 
the narrative statement In their Interpretation of a Fitness Report. 

Inasmuch as the performance of nearly all Agency personnel 
clearly or greatly exceeds the requirements of their positions, 
are our people overqualified for the work? Or, are our standards 
of performance established too low? Or, is the terminology used 
for our rating standards confusing and unclear? (We have long 
maintained that our qualifications standards are M g h and the 
requirements of most of our work difficult and demanding.) 

Reviewing Officials may be encouraging unrealistic rating 
practices by their failure to play an active role in the application 
of rating standards and contribution to the evaluation of the 
individual. 


(5) Rating officials may be inadequately trained la the important 

supervisory function of employee evaluation and fitness reporting. 


C. Although some validity may be accorded to each of the above possible 
conciusions, there are a number of extenuating circumstances which^lso 
practice st Ven Care ^ consideration in any attempt to improve our rating 


( 1 ) 


( 2 ) 


. Difficulty in stating, understanding and interpretating 
rating standards is not limited to CIA but has long existed in 
other agencies, the military services and in private organizations. 
Despite constant efforts to achieve valid rating programs, no one 
system has yet emerged as conspiciously successful. Our current 
fitness report form is generally regarded as superior to or at 
least as good as any previously used. 

-i C 5 A ' is difficult to provide adequate recognition for 

individuals who perform well. The Fitness Report thuTserves an 
Inqportant purpose of recognizing on the record good or exceptional 
achlevaaent and performance. The trend, understandably, has been 
to take a liberal approach in the interest of management-employee 
relations. This approach has been Justified particularly for 
* - ov®rwds units vfasrQ doss hamLonlouA 
association 1. imp^tlv. to succSSiSf^^o^ 
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( 3 ) Most Agency assignments do not lend themselves to precise 

definition and description nor to the establishment of formal 
standards of performance. Characteristically, our system has 
long recognized that the capabilities of the individual influence 
, ?°® lt±on » Its requirements, and frequently, the grade 
level will be. Thus, the individual and the job are more nearly 
synonymous in CIA than in most organizations, a fact which com- 
plicates the use of job requirements as a standard for measuring 
effectiveness of perf onaance . 

(h) Perplexing problems have arisen when Career Service officials 

have sought to tales adverse action against an employee f rankly 
acknowledged to be substandard but whose Fitness Report faith- 
fully do cements his performance and capability over the years as 
consistently distinguished. 

( 5 ) In recognition of the need for Improving existing employee 

evaluation practices, several of our Career Service Beads and 

*** makin S e«mlas and aggressive 
obtain realistic ratings. Some successes have been 
achieved, but a unified. Agency-wide effort in this respect has 
not been undertaken. ^ 

* , T ^ le * bove characteristics of fitness reporting in the Aoencv have been 
th _ e ^ i"* 0 a ccouht in developing the proposal which follows for revising 

STilTS® 86 Program. Early in our review, we concludeTthatit 

would be j^aferable and more acceptable to employees and supervisors alike 

duetion of a sdb^t^ti^ll^ 8 

^Ss'Sd' , foS* nt “ 111 ” tlns 14118 contlOTll >« »“ the aaisttnH^ttag 
Humerlcal Rating 8caJ.es 

The current Fitness Report Form, Tab B-S , uses separate 4^. 

D^S^ tl ^™i i ? e t3 tinS 8Cale8 f ° r evaluatin 8 Performance of Specific 
f^^^S^i-grfc^ance >and Employee Characteristics In Sc ions 
B, C and D, respectively. The scales have seven, six, and five decrees 

Te.rls^ r h!!I^ ti0 «. ln 0rdCr ® llmlnate standardization or direct com- 
parison between the respective factors rated. In practice h 

variance in rating scales and the neeessitTto SeTSJS^Swa^! 1 

ha^^a^^d^LSi^ti 1011 f ° r each of Fitness Report 

r T “ieux^rstandings and detracted from the^ 

Soae the complications may have resulted 
ther. »re Itterall* nine (9) ul-ttagulA^S a»gr«s^ 
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Section B 


Degree 

Specific Duties 


1 . 

Unsatisfactory 

(1) 

2. 

3. 

Barely Adequate 

(2) 

4. 

Acceptable 

(3) 

5- 

6. 

Competent 

(4) 

7. 

Excellent 

(5) 

8. 

Superior 

(6) 

9- 

Outstanding 

(7) 


Section C 

Overall Performance 


Section D 

Baployee Characteristics 


Fails to Meet Requirements (l) Least Possible Degree (l) 


Meets Most Requirements; 
Deficient In One or More 
Important respects 


Limited Degree 


Meets Basic Requirements ( 3 ) Normal Degree 
Exceeds Basic Requirements (4) Above Average 


Superior 

Outstanding 


(5) 

(6) Outstanding 


Comments received from supervisors, personnel officers, and employees 
(including several independent employee suggestions submitted under the 
Suggestions Awards Program.) favor simplification and standardization of 
the rating scale. Accordingly the revised rating scale proposed in Section 
B is designed to eliminate difficulties occasioned by the incongruous rating 
scales in the present form. 


Content and Format of the Fitness 


The following paragraphs summarize findings with respect to the 
effectiveness of the various major sections of the Current Fitness 
Report, Form 45, Tab 5 , and outline recommended changes. A revised 
Form 45, incorporating the changes, is attached as Tab B - 6 . 

(l) Section A - General Form 45 


This section covers basic data identifying the employee and 
and hie statue. Changes are required to indicate category of 
employee to replace section currently titled "Career Staff Status". 

( 2 ) There was general agreement that specific major duties warrant 

individual evaluation on an adjective scale, but the current seven 
degree rating must be simplified. There was also a proposal that 
each specific duty receive a narrative evaluation. A five degree 
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•eal* has been provided in the proposed fora, however, a narrative 
evaluation of specific duties Is not planned, flw revised instruct 
tions state tha t a rater may use Section C, narrative Description 
of Job Performance (proposed form) for ecnments regarding a specific 
duty by direct reference to that duty. 

Section C - Evaluation of Over^n Performance 

The concensus was that an adjective rating scale for evaluating 
overall performance was essential to the purposes a fitness report 
s ho u ld serve in the Agency. Most c cements received «nphn^ tv«»». 
it s hot li d be made c l e a r that each employee is being compared with 
others of similar level and type of work in CIA as well as against 
his Job — not with the population at large. Oils comparison can only 
be made within a framework of the rater's Q f o ther people 

doing similar work. The same five-degree rating scale that is u sWt 
for the rating of specific duties is also to be used for overall 
performance. In addition, the instructions provide for comment in 
the narrative on the relative performance of the person >*»•»»«£ rated 
with other people known to the rater doing burner work. 


The weight of opinion by users of the Report is that the 
ratings of specific characteristics are not very meaningful and 
could well be discontinued. It was pointed out that such character^' 
1 sties as "Gets Things Done", "Resourceful", "Writes Effectively", 
and the like would, if ap p l i c ab le to the Job performed, be considered 
in the level of rating accorded specific duties also la tin 
narrative evaluations of performance. Accordingly, the purpose of 
this section might be served equally well if the Fitness Report 
directions (Tab B-7) i ncl u d e instructions to the following effect: 

"In the evaluation of the manner of performance 
of specific duties and overall Job performance, 
the following factors will be considered and 
specifically comaented upon when they are con- 
sidered of significance in the Job: 


Productivity Mobility 

Decisiveness Records Discipline 

Resourcefulness Versa tilit y 

Supervisory Effectiveness Cost Consciousness 

Ability to Think Clearly 
Acceptance of Responsibility 
Effectiveness of Written Expression 
Effectiv eness of Oral Repression 

Section D could than be eliminated, and the report thereby simplif ied 

without losing any vital elements. 
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This narrative section is acknowledged by virtually all users 
as the most informative and. reliable part of the Fitness Report. 

Its retention is unanimously desired. In fact, several suggestions 
were to expand this section by providing additional space and estab- 
lishing separate subsections to assure receipt of narrative c ommen ts 
on items such as strengths, weaknesses, potential, recommended 
tra ining and future assignments, and suitability for overseas. It 
will be noted that this type of approach was used for several jears 
by the Agency, Form 37-151, May 1952, Tab A-3, and to a lesser 
degree on succeeding report forms. The approach was abandoned, 
however, by the Council Task Force in developing the current form. 
The Task Force reasoned that greater flexibility and more useful 
narrative information would result if we do not force raters into 
following a rigid pattern but merely provide guide lines as to 
coverage. Results since then have proven generally satisfactory 
and support the Task Force position. However, as a further improve- 
ment it is considered desirable to require descriptions in this 
section of supervisory and management responsibilities in addition 
to their being listed and rated among Specific Duties in Section B. 

Raters will be expected to sum up characteristics of perfor- 
mance — in comparison to job requirements and in relation to that 
of other individuals doing similar work — and will include infor- 
mation on personal characteristics, qualifications, potential for 
future Job assignments, and training or developmental assignments 
recommended. 

( 6 ) Section F - Certification and C<nmi«»nts 

Few comments or suggestions were received as to the use or 
continuance of this section. It was found that the subsection 
which provides that the supervisor return the blank form with 
ex plana tion when a report is not being made was serving little 
useful purpose and can be eliminated to save paper work. The 
same effect can be achieved through using other sections of the 
report for this purpose. The proposed instructions will so in- 
dicate. 

In Section D, 1 space has been provided for the person being 
rated to check a box to ind icate that he has attached a ynomn -p arw^nm 
regarding the report, should he desire to submit one. 

In the subsection providing for Certifications and Comments 
by the Reviewing Official, it is noted that in about 96 # of the 
cases, the Reviewing Official would have given the employee about 
the same evaluation; in 1 $ the Reviewing Official would have rated 
the employee higher; in 1 $ lower. In 2 $ of the cases, the Review- 
ing Official was not sufficiently familiar with the employee's 
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performance to evaluate. In only about 10# of the 96 # did the 
Reviewing Official make comments which could be judged as con- 
tributing substantially to the usefulness of the report. 

The role of the Reviewing Official and his accountability for 
endorsement of Fitness Report ratings have not been strongly empha- 
sized in most parts of the Agency. We believe that more positive 
action by the Reviewing Official will greatly help in achieving a 
realistic rating program, and accordingly recommend that a narrative 
evaluation by the Reviewing Officer be encouraged. In the new 
Section D-3 we would hope that the Reviewing Officer will state 
why he would give the employee the same or different evaluation and 
amplify the rating official ' s comments on the employee's overall 
evaluation. Present procedures for resolving wide divergencies 
of opinion between rater and reviewer by the Director of Personnel 
and the head of the Career Service concerned and for notifying 
employees would be continued. 


. Proposed Fitness Report Form (Tab 6) 

Recommendations made in the preceding Section 4 are incorporated in the 
form together with the basic instructions considered necessary. This form 
will be supplemented by a more detailed Instruction (Tab 7 ) • 

. Fitness Report Procedures 

Regulatioi^^^^l Fitness Report, established current procedures which 
are consistent with the recommendations of this study. The scheduling of 
reports by grade groups with timing related to promotion considerations has 
been found to be useful. The use of memorandum in lieu of Fitness Report 
for GS-14 and above personnel is recommended with the understanding that 
the content of the memorandum will be generally consistent with the evalu- 
ations called for in the revised Fitness Report Form. 


Tab 1 - Evaluation of Specific Duties 

Tab 2 - Evaluation of Overall Performance in Current Position 
Tab 3 “ Description of Employee 

Tab 4 - Tabulation of Fitness Report Ratings by Career Service & Grade 

Tab 5 - Current Form 45 

Tab 6 - Proposed Form 45 

Tab 7 - Instructions for Fitness Report 
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EMPLOYEE SERIAL NUMBER 


SECTION A 


I. NAME (Lest) (Firat) (Middle) 


5* SERVICE DESIGNATION «♦ OFFICIAL POSITION TITLE 


GENERAL 

2. BIRTH DATE 


NOT ELIGIBLE 


PENDING 


CAREER STAFF STATUS 


MEMBER 


DECLINED 


10, DATE REPORT DUE IN O.P. 


11. REPORTING PERIOD 
(From- To-) 


INITIAL 


ANNUAL 


I SPECIAL (Specify) 


7. OFF/D1V/BR OF ASSIGNMENT 


TYPE OF REPORT 


RE ASSI GNMENT /SUPER V tSOR 


RE ASSIGNMENT/ EMPLOY EE 


SECTION B EVALUATION OF PERFORMANCE OF SPECIFIC DUTIES 

List up to six of the most important specific duties performed during the rating period. Insert rating number which best describes the 
manner* In which employee performs EACH specific duty. Consider ONLY effectiveness in performance of that duty. All employees 
with supervisory responsibilities MUST be rated on their ability to supervise ( indicate number of employeea eupervtaed). 


1 * Unsatisfactory 


| 2 - Barely adequate 3 - Acceptable 4 - Competent 5 - Excellent 6 - Superior 7 - Outstanding 


SPECIFIC DUTY NO. 1 

RATING 

NO. 

SPECIFIC DUTY NO. 4 

SPECIFIC DUTY NO. 2 

RATING 

NO. 

SPECIFIC DUTY NO. 3 

SPECIFIC DUTY NO. 3 

RATING 

NO. 

i 

SPECIFIC DUTY NO. 6 


RATING 

NO. 


RATING 

NO. 


RATING 

NO. 


SECTION C EVALUATION OF OVERALL PERFORMANCE IN CUKKtNl muuw 

Take Into account everything about the employee which influences his effectiveness in his current position - performance of specific 
duties, productivity, conduct on job, cooperativeness, pertinent personal traits or habits, particular limitations or talents. Based on 
your knowledge of employee*s overall performance during tho rating period, place the rating number in the box corresponding to the 
statement which most accurately reflects his level of performance. 


1 - Performance in many important respects fails to meet requirements. RA NO^° 

2 - Performance meets most requirements but Is deficient in one or more important respects. 

3 - Performance clearly meets oaslc requirements. 

4 - Performance clearly exceeds basic requirements. 

5 - Performance in every important respect is superior. 

6 - Performance in every respect is outstanding. 


SECTION D DESCRIPTION OF THE EMPLOYEE 


In the rating b oxes below, check (X) the degree to which each characteristic applies to the employee 

1 - Least possible degree I 2 - Limited degree | 3 - Normal degree |4 » Above average degree |5 - Outstanding degree 


PERSONAL CHARACTERISTICS 


GETS THINGS DONE 


RESOURCEFUL 

ACCEPTS RESPONSIBILITIES 

CAN MAKE DECISIONS ON HIS OWN WHEN NEED ARISES 


DOES HIS JOB WITHOUT STRONG SUPPORT 


FACILITATES SMOOTH OPERATION OF HIS OFFICE 


WRITES EFFECTIVELY 

SECURITY CONSCIOUS 

THINKS CLEARLY 

DISCIPLINE IN ORIGINATING, MAINTAINING AND DISPOSING OF RECORDS 
OTHER (Specify): 





FORM ac 

6 . c6 *10 OBSOLETE PREVIOUS EDITIONS. 


M> 
























SECTION E 
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(When Filled In) 

NARRATIVE DESCRIPTION OF MANNER OF JOB PERFORMANCE 


Stress strengths and weaknesses demonstrated in current position, indicate suggestions made to employee for improvement of his 
wor ** Give recommendations for his training. Describe, if appropriate, his potential for development and for assuming greater re- 
sponsibilities. Amplify or explain, if appropriate, ratings given in SECTIONS B, C, and D to provide the best basis for determining 
future personnel actions. v 


SECTION F 


CERTIFICATION AND COMMENTS 

BY EMPLOYEE 

/ certify that I have seen this Fitness Report. 


SIGNATURE OF EMPLOYEE 


MONTHS EMPLOYEE HAS BEEN 
UNDER MY SUPERVISION 


BY SUPERVISOR 

IF THIS REPORT HAS NOT BEEN SHOWN TO EMPLOYEE, GIVE EXPLANATION 


__ IF REPORT IS NOT BEING MADE AT THIS TIME, GIVE REASON. 

EMPLOYEE UNDER MY SUPERVISION LESS THAN 90 DAYS | [REPORT MADE 

OTHER (Specify): 7 — 


REPORT MADE WITHIN LAST 90 DAYS 


OFFICIAL TITLE OF SUPERVISOR 


TYPED OR PRINTED NAME AND SIGNATURE 


-i: — __ BY REVIEWING OFFICIAL 

1 W OULD HAVE GIVEN THIS EMPLOYEE ABOUT THE SAME E V A L UA T loi^7~ “ 

I WOULD HAVE GIVEN THIS EMPLOYEE A HIGH ER EVALUATION. 

I WOULD HAVE GIVEN THI S EMPLOYEE A LOWER EVALUATION. 

— 1 1 CANNOT JUP0E THE3E EVALUATIONS . I AM NOT SUFFICIENTLY FAMILIAR WITH THE EMPLOYES 

COMMENTS OF REVIEWING OFFICIAL ~ — 


OFFICIAL TITLE OF REVIEWING OFFICIAL I TYPED OR PRINTEO NAME AND SIGNATl 
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FITNESS REPORT 


EMPLOYEE SERIAL NUMBER 


SECTION A 


1. NAME 

(Last) (First) 

(Middle) 

6. OFFICIAL 

POSITION TITLE 


9. CHECK (X) 

TYPE OF APPOINTMENT 



GENERAL 




SPECIAL (Specify): 


111. DATE REPORT DUE IN O.P. 


ANNUAL 


special (Specify): 


12. REPORTING PERIOD (From- to-) 


REASSIGNMENT SUPERVISOR 


REASSIGNMENT EMPLOYEE 


SECTION B PERFORMANCE EVALUATION 

W - Weak Performance ranges from wholly inadequate to slightly less than satisfactory. A rating in this category requires 

positive remedial action. The nature of the action could range from counseling, to further training, to placing on 
probation, to reassignment or to separation. Describe action taken or proposed in Section C. 

A - Adequate Performance meets all requirements. It is entirely satisfactory and is characterized neither by deficiency nor 
exec I lence. 

P - Proficient Performance is more than satisfactory. Desired results are being produced in a proficient manner. 

S - Strong Performance is characterized by exceptional proficiency. 

0 - Outstanding Performance is so exceptional in relation to requirements of the work and in comparison to the performance of 
others doing similar work as to warrant special recognition. r 

SPECIFIC DUTIES — 

List up to six of the most important specific duties performed during the rating period. Insert rating letter which best describes the 
manner in which employee performs EACH specific duty. Consider ONLY effectiveness in performance of that duty. All employees 


, ■ r ; — , ' v.. W i,MfBiw«a in ^oi lunnunce or max ainy. m 

with supervisory responsibilities MUST be rated on their ability to supervise (Indicate number of employees supervised). 

SPECIFIC DUTY NO. 1 ~ — — 


RATING 

LETTER 


ISPECIFIC DUTY NO. 2 


RATING 

LETTER 


SPECIFIC DUTY NO. 3 


RATING 

LETTER 


SPECIFIC DUTY NO. 4 


RATING 

LETTER 


SPECIFIC DUTY NO. 5 


RATING 

LETTER 


SPECIFIC DUTY NO. 6 


RATING 

LETTER 


— - OVERALL PERFORMANCE IN CURRENT POSITION 

Take into account everything about the employee which influences his effectiveness in his current position such as per- 

particular limitations cond 'i' et on job, cooperativeness, pertinent personal traits or habits, and 

i T . • IL I- l Base<l on your knowledge of employee’s overall performance during the rating period, 
place the letter in the rating box corresponding to the statement which most accurately reflects his level of performance. 


RATING 

LETTER 


15 
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I SECTION C NARRATIVE COMMENTS I 

Indicate significant strengths or w 
overall performance. State sugges 
on foreign language competence, i: 
basis for determining future person 
applicable. 

eaknesses demonstrated in current position keeping in proper perspective their relationship to 
t ions made for improvement of work performance. Give recommendations for training. Comment 
required for current position. Amplify or explain ratings given in Section B to provide best 
nel action. Manner of performance of managerial or supervisory duties must be described, if 


ddiiUN V CERTIFICATION AND COMMENTS 

BY EMPLOYEE 

1 CERTIFY 

THAT 1 HAVE SEEN SECTIONS A, B, AND C OF THIS REPORT 

DATE 

SIGNATURE OF EMPLOYEE 

| z * BY SUPERVISOR | 

TVHJN l Mb EMPLOYEE has been 
UNDER MY SUPERVISION 

IF THIS REPORT HAS NOT BEEN SHOWN TO EMPLOYEE, GIVE EXPLANATION 

DATE 



OFFICIAL TITLE OF SUPERVISOR 

TYPED OR PRINTED NAME AND SIGNATURE 

I 3 - by reviewing official 1 

COMMENTS OF REVIEWING OFFICIAL 


DATE 

OFFICIAL TITLE OF REVIEWING OFFICIAL 

TYPED OR PRINTED NAME AND SIGNATURE 
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DIRECTIONS FOR COMPLETING FORM 45, FITNESS REPORT 


GENERAL 


1. POLICY 

It is Organization policy to inform employees of the effective- 
ness of their work performance. Organization policy also re- 
quires that supervisors record at least once each year their 
opinions and evaluations of the work performance of em- 


ATIM?rL yeeS unc * er their i urisd iction. Evaluations will also be 
A I INrhkde whenever it is necessary or desirable to nrnvide Drnnni. 


JSbde whenever it is necessary or desirable to provide Organi- 
zation management with information which may be perti- 
nent to fu ture personnel actions affecting these individuals. 

outlines policies concerning the require- 
ments tor submitting initial, annual, reassignment and special 
reports, showing the report to the employee and appeals 
procedure. The Fitness Report, Form 45, is used to record 
evaluations. However, an evaluation in memorandum form 
may be substituted for Form 45 for employees in Grades 
GS— 14 and above. 

2. SUBMISSION 

The Fitness Report will be submitted in duplicate to the Head 
of the Career Service concerned. The Head of the Career 
Service will retain one copy and will forward the original 
to the Office of Personnel. 


3. INITIAL REPORT 

A Fitness Report will be prepared for each employee as of 
nine months after his entrance on duty with the Organization. 
An initial report need not be made when a Fitness Report has 
already been made for some other purpose within 90 days 
prior to the due date of the initial report. The initial report 
is of particular importance in providing a record of the su- 
pervisor's evaluation of the employee before the employee 
has completed his twelve-month trial period. An initial re- 
port may be deferred for a period not to exceed 30 days be- 
yond the due date to provide the supervisor with additional 
time to evaluate an employee who has been under his jurisdic- 
tion for less than 90 days. 


4. ANNUAL REPORT 

A Fitness Report will be prepared annually for each employee, 
except when a Fitness Report has been made for some other 
purpose within 90 days prior to the due date of the annual 
report. An annual report may be deferred until the employee 
has been under the jurisdiction of the supervisor for 90 days. 



SCHEDULE FOR SUBMISSION 

OF ANNUAL REPORTS 




DUE IN OFFICE OF 

PERSONNEL 

GRADES 

FOR PERIOD ENDING 

FROM HEADQUARTERS 

FROM FIELD 

GS-1 through GS-5 

31 March 

30 April 

31 May 

GS-6 through GS-8 

30 June 

31 July 

31 August 

GS-9 through GS-11 

30 September 

31 October 

30 November 

GS-12 and GS-13 

31 December 

31 January 

28 February 

GS-1 4 and above 

31 March 

30 April 

31 May 


5. REASSIGNMENT REPORT 

Supervisors will prepare a Fitness Report when the supervisor 
is changed by the reassignment of the employee or the super- 


visor. When the supervisor is reassigned and has numerous 
reassignment reports to prepare he needs to complete only 
Section B of the report. 
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DIRECTIONS FOR COMPLETING FORM 45, FITNESS REPORT 


SECTION A - GENERAL 

The items of this section should be completed by the appro- 
priate administrative or personnel officer. Special instructions 
tor completing or omitting items of this part of the report 
should be carefully observed on Field Transmittal - Fitness 
Report, Form 45a. 

SECTION B - EVALUATION OF PERFORMANCE OF SPECIFIC 
DUTIES AND OF OVERALL PERFORMANCE 

Rating Scale 

The rating scale as set forth in this section in Form 45, Fitness 
Report, is to be used to reflect evaluation of Specific Duties 
and of Overall Performance. In making your selection of the 
adjective evaluation for Section B and in completion of the 
narrative in Section C the following factors should be con- 
sidered as appropriate: 


Cost Consciousness Mobility 

Security Consciousness Initiative 

Ability to Think Clearly Versatility 

Supervisory Effectiveness Productivity 

Acceptance of Responsibility Decisiveness 

Foreign Language Competence Resourcefulness 

Effectiveness of Oral Expression Cooperativeness 

Effectiveness of Written Expression Records Discipline 

Rating of Performance of Specific Duties 

In this section the supervisor will list in order of importance 
the most significant duties the employee has performed dur- 
ing the rating period. Each duty shall be described in suf- 
ficient detail to provide information which may be useful later 
in considering individuals for other assignments. Your evalua- 
tion should be recorded by entering the appropriate letter in 
the box provided for your evaluation of each duty. 

Rating of Overall Performance in Current Position 

In making this rating the supervisor should take into account 
the employee's conduct on the job as well as his performance 
on all specific duties. Each supervisor will weigh these factors 
in his own mind so as to arrive at a rating which will reflect 
an employee's overall value on the job. 

SECTION C - NARRATIVE COMMENTS 

In this section the supervisor describes the employee's demon- 
strated abilities or deficiences in the performance of his pres- 
ent job. This may include comments regarding a specific duty 
by direct reference to that duty. Any relatively high or low 


ratings in Section B should be explained or amplified by sup- 
porting statements. In addition, the supervisor may com- 
ment here on any extenuating circumstances which affect the 
a " d effe <*veness of the employee. Comment 
should be made on the relative performance of the person 
being rated with other people known to the rater doing com- 
parable work. In commenting on the manner of performance 
of managerial or supervisory responsibilities, abilities and skills 
in such as the following should be considered: 

Delegation of responsibility 

Establishment and maintenance of clear lines of authority 
Use of personnel, space, equipment, funds, etc. 

Formulation and coordination of programs 
Developing teamwork 

In completing the ratings on Career-Provisional employees 
comment should be made on the intent, capability and desire 
of the individual to fulfill the service obligations of the Career 
Service to which he is assigned. 

SECTION D — CERTIFICATION AND COMMENTS 

The person being rated may attach to his fitness report a 
memorandum concerning any part of the report. The mem- 
oranaum will be attached to the original for inclusion in the 
Official Personnel Folder. 

Reviewing officials are responsible for assuring that all re- 
ports made by rating officials under their jurisdiction are con- 
sistent and reflect uniform standards of reporting. Through 
c ° unseing and supervision of rating officials, reviewing 
officials can play a major role in improving the operation of 
the Fitness Report program. 

In addition, reviewing officials should as a matter of practice 
submit a brief narrative evaluation of the performance and 
potential of the individual being rated, noting the degree to 
which he is personally familiar with the individual and his 
work. Even though the reviewing official may not be able to 
eva uate the individual from firsthand experience with him, it 
is likely that the reviewing official may be able to contribute 
useful information concerning future utilization or training of 
the individual based on the review of his record of perform- 
ance and assignments. 

if the reviewing official is in substantial disagreement with the 
rating official he should state whether or not he has discussed 
the evaluation with the rating official and the employee. 

When a person departs an overseas station without having 
been shown his Fitness Report, it is incumbent upon the Career 
Service to have the report shown to the individual. 


Approve 




elease 2001/08/29 : CIA-RDP78^ 




000700080010-7 



Approved For Release 2001/08/29 : CIA*RDP78-03578A000700080010-7 



Approve 


w 


leSiA JUTOBBAX9 OSSACHDP78- 




ttl» notice Expires 1 April 1963 



PERSONNEL 



STATINTL 


revised fitness reporting program 


„. 1 * Fltness Report Form has been modified to improve its usefulness. 

Most of the changes in the new Form, a copy of which is attached, respond to 
reco m me n dations made by supervisors vho are experienced in using previous 
editions. The Form has been shortened and improved to specific in- 

structions governing the narrative comments about the individual and his Job 
performance and to provide precise definitions of the five adjective ratings. 
These standards will be used throughout the Agency without alteration or 
further amplification . I believe that this Form can serve well to record 
appr aisal s of the performance of our personnel. 


2 . Die real value of this Form will, of course, be determined by the 
way in which it is used. Fitness Reports which fail to discriminate are of 
little value either to m a na gement or to the employees concerned. Reports 
are useful only when they convey meaningful impressions of significant dif- 
ferences in the performance of individuals. Supervisors must prepare reports 

C j Lea ^ y r itten ' tlTO * 5r ' *** <**"***• m describing the performance 
of their subordinates. We expect each supervisor at every ccmn&nd echelon 
Yr™ carry out this responsibility to the best of his ability will be 

and evaluatln fi 'tte manner in which this duty is performed 
by those under his supervision. Success in these efforts to improve the 

R ' port ‘ *•*•« »— 1 


Marshall S. Carter 
Lieutenant General, USA 
Deputy Director of Central Intelligence 


DISTRIBUTION: ALL EMPLOYEES 
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